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Access 
You must be an NRCS employee with an eAuthentication account to access WebTCAS. 

1. Using Internet Explorer, go to the WebTCAS site 
http://webtcas.nrcs.usda.gov/webtcas 

2. Click Login.  

3. Login using your eAuthentication ID and password, Employee Main Menu will 
display. 

4. System notes display on login page. 

  

Browser Setup 
WebTCAS is an internal application.  It is designed to run using Internet Explorer. 

To set browser General options 
1. Click Tools. 

2. Click Internet Options. 

3. Select the General tab. 

4. Click Settings (Temporary Internet Files).  

5. 'Check for newer versions of stored pages' should be set to one of the following: 
• Automatically 
• Every visit to page 

6. Click OK. 

To set browser JavaScript and Cookies options 
1. Click Tools.  

2. Click Internet Options.  

3. Select the Security tab.  

4. Enable JavaScript.  
• Click Internet icon on Security tab  
• Click Custom Level button.   
• Scroll to Scripting>Active Scripting  
• Click the radio button preceding Enable, if not already checked  
• Click OK 

5. Allow cookies from this website.  
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• Click Trusted Sites icon on Security tab  
• Click Sites button  
• Type in site address 
• Click Add  
• Click OK 

6. Click OK to close Internet Options dialog. 

To adjust browser print options 
1. Set Internet Options to print background color (if desired)  

• Click Tools on the browser menu bar  
• Click Internet Options  
• Click Advanced button   
• Scroll to Printing  
• Click radio button preceding 'Print background colors and image', if it is 

not already checked 

2. Set File/Print settings  
• Click File on the browser menu bar  
• Click Page Setup on the drop-down menu  
• Adjust Orientation and Margin settings as appropriate for the page 

you want to print  
• Print narrow pages on Portrait; wide on Landscape  
• Use narrow margins to obtain more width for printing 

• Click Printer to change printer selection and preferences  
• Select printer from list  
• Click Preference button to access preference choices  
• Make changes  
• Click OK to close Page Setup Printer dialog  
• Click OK to close Page Setup main dialog 

Print Documentation 

How to print Help topics 
The online help system contains the most extensive information on using the WebTCAS 
application. Any help topic can be printed. 

1. Right-click on the page that is open in the right frame of the browser window.  

2. Select Print.  
Most of the application pages and help are designed for vertical (portrait) 
printing and should not require special adjustments, such as setting the 
printer for landscape printing. However, you can adjust the browsers for 
landscape printing, if necessary.  
(You can also print the comprehensive WebTCAS Help document that 
contains most of the help topics.) 
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How to view and print document files 
Several documents are available from within the help system or from the WebTCAS 
home page.  Some Quick Reference guides have replaced by up-to-date help pages. 
The Getting Started documents have been updated to provide new users and users in 
new roles with handy overviews.  (Users can also elect to print help topics not addressed 
in the Getting Started documents.) 

1. Click on the document name. 

2. Right-click. 

3. Select Print. 
The documents below require either Microsoft Power Point  or Adobe 
Acrobat Reader. 

General WebTCAS 
• WebTCAS Introduction  
• WebTCAS Overview 
• WebTCAS Help (comprehensive document of all help content) 
• WebTCAS Program Descriptions (provides links to current and archive 

program documents) 

Employees 
• Getting Started for Employees using WebTCAS  
• POI Coordinators List (identifies current POI Coordinators for all 

locations) 

Timekeepers 
• Getting Started for Timekeepers using WebTCAS  

Supervisors 
• Getting Started for Supervisors using WebTCAS 

Personnel Office Identifier (POI) Coordinators 
• Getting Started for POI Coordinators using WebTCAS 

 

WebTCAS Support 

General WebTCAS Support 
Support for WebTCAS is through a network of POI (Personnel Office Identifier) 
Coordinators. Every State, Region, NHQ and Center/Institute has a designated POI 
Coordinator.  

All problems, questions and concerns related to WebTCAS should first be directed to 
your assigned timekeeper or POI Coordinator. The POI Coordinator will then contact the 
Helpdesk or WebTCAS Application Project Manager for any needed assistance.  

The current POI Coordinator list can be found on the WebTCAS Home page.  
• From the Login page, click on WebTCAS Home.  

3 



WebTCAS Help 

• Under Quick Access, click on POI Coordinators List. 

Broken Links    
Due to the dynamic nature of the internet, links listed on WebTCAS may sometimes stop 
working. In some cases the stoppage is temporary, and the link may begin working 
again if tried later. If a problem persists, contact WebTCAS through your POI 
Coordinator. 

Log In Problems    
 If you are having problems logging into WebTCAS and other applications using your 
eAuthentication account, visit the eAuthentication Help Page for assistance. You can 
also contact the eAuthentication Help Desk at eAuthHelpDesk@usda.gov. 
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Employee Information 

Getting Started for Employees 

 

Logging In  

• Using Internet Explorer, go to the WebTCAS site 
http://webtcas.nrcs.usda.gov/webtcas 

• Click Login.  

• Login using your eAuthentication ID and 
password, Employee Main Menu will display. 

• System notes display on login page.  

Using the Main Menu 

• Access options on main menu bar below banner 
or from leftside menu (customized by your 
WebTCAS user type). 

• System notes also display on main menu page. 

• Click Help or New to WebTCAS to access 
online help and documentation. 
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Setting Up Your Profile 

The first time you use WebTCAS and before you do 
anything else, set up your user profile.  After that, you 
only need to go to this screen to change your timesheet 
set up. 

• Click Update Profile on your Main Menu. 

• Check your email address and phone number. If 
this data is missing or incorrect, you must add or 
correct the information using iCAMS /HRIS 
(https://icams.usda.gov/).  

• The My Default Page After Login is initially set to 
your Main Menu.  If you prefer to start at your 
Timesheet, click the down arrow and click 
Timesheet. 

• Check/Change Your Established Work Schedule 

• Review the Type of work schedule, 
From/To hours, and Lunch in “Current 
Work Schedule” section. 

• If you need to make changes, do so in the 
“New Standard Work Schedule” section. 

• The “Copy Monday” button is very useful 
for changing scheduled hours.  First, 
select your tour type.  Then, type your 
new Hours, From and To times and 
Lunch minutes in the cells under the first 
Monday.  Finally, click Copy Monday to 
copy those hours to the rest of the cells.  

• Identify defaults for a new timesheet 

• Click the down arrow in the “County” box, 
and click a county name. 

• Click the down arrow in the “Program” 
box, and click a program code. 

• Click the down arrow in the “Activity” box, 
and click an associated activity code. 

• Click the down arrow in the “Modifier” 
box, and click an associated modifier if 
applicable. 

Add only those program and activity 
codes you use regularly.  You can add an 
occasionally-used code directly to the 
timesheet for a specific pay period.  If you find 
you add the same code frequently, change 
your defaults here. 

 “No Default”, means you will have to 
enter all extra hours on your timesheet.  If you 
regularly need to split extra hours between 2 
or more categories, choose “No Default”. 

 Program/Activity Codes, Leave/Extra 
Hours, and Scheduled Tour changes go into 
effect the next time you create a new 
timesheet. All other changes take effect 
immediately. 
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• Click Add.  (The program activity code 
will appear in the box below Delete and 
Add.) 

• Repeat these steps as often as needed to 
add multiple program/activity codes to 
your timesheet. 

• Click the down arrow in the “Categories 
for Leave” box, and select the code you 
want. 

• Click Add.  (Your choice will appear in 
the box below Delete and Add.) 

• Repeat these steps to add additional 
leave codes to your timesheet. 

• Likewise, complete the “Categories for 
Extra Hours” box to add extra hours 
codes to your timesheet. 

• If you are on the Flexitour work schedule, 
you can choose your Extra Hours default 
using the down arrow in the “Fill-in my 
Extra Hours as” box.  Then, click the 
category under which you are most likely 
to record Credit Time worked.   

• Click Save Profile on the toolbar to save Profile 
changes and return to the Main Menu 
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Editing Your Timesheet 

• Click Edit Timesheet (for the pay period being 
processed) 

• Record hours worked in 
Program/Activity/Modifier/County. 

• For each day, type in the number of hours 
spent working on the various program 
activities listed.  If you need to add a 
code, click the  in the section heading. 
 A window will appear from which you can 
select the code. 

• Record leave taken and clock hours in the Leave 
Sections. 

• On the days you took leave, type the 
number of hours used in the appropriate 
leave category.  Right below that, also 
enter the From/To clock hours. If you 
need to add a category, or more From/To 
lines, click the  in the appropriate 
section heading.  A window will appear 
from which you can select the category. 

Your leave balance as of the beginning of the pay period 
is shown in parentheses for the common leave 
categories.  [Example:  Annual (262.00)]. 

When entering clock hours you can take some shortcuts. 
 Enter 8 instead of 8:00. 

• Record credit, comp, or overtime hours worked in 
Actual/Extra Clock Hours. 

• On the days you worked over your 
scheduled tour, record the hours you 
worked in the appropriate category.  If 
you need to add a category, click the 

 in the section heading.  A window will 
appear from which you can select the 
category. 

• Enter the associated Clock Hours.  (For 
example if your tour of duty is 8:00-4:30 
and you worked an extra 30 minutes at 
the end of your tour, you would enter 4:30 

The + symbol is used on several sections 
of the timesheet.  Clicking this symbol allows 
you to add a row to the section for the current 
pay period timesheet. 
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to 5:00 in this section.)  

WebTCAS will automatically assign extra hours to the 
category you established in your profile unless you set 
that option to “No Default”.  But you always have to enter 
the associated clock hours. 

• Record clock hours for tour of duty changes in 
Actual/Extra Clock Hours. 

• If you deviated from your established tour 
, type the From/To hours you actually 
worked under Actual/Extra Clock Hours . 
 (For example, if your scheduled tour is 
8:00 to 4:30 but you worked 8:30 to 5:00 
instead on first Wednesday, you would 
record those hours in this section. 

• If you need more From/To lines in either 
section, click  in the section heading. 

 When entering clock hours you can take some 
shortcuts. Enter 830 instead of 8:30. 

• Add an explanatory note for your Timekeeper (if 
necessary). 

• Click in the white box under the Note to 
Timekeeper section and type your 
message.  (For example:  If you earned 
Hazard Pay, you might write the following 
note to your Timekeeper, “Please Note 2 
hours Hazard Pay for 2nd Wednesday.”)  

• Anything you type in this box will become 
part of the official timesheet for the pay 
period.  So restrict your messages to 
business issues associated with the 
timesheet. 

• Save or Submit your timesheet. 

In a browser environment your changes are not 
automatically saved for you.  If you exit the browser 
without saving, your changes will be lost. 

• If your timesheet is not complete, click 
Save Draft on the toolbar. 

• If your timesheet is complete, click 
Submit to TK on the toolbar. 

9 



WebTCAS Help 

After you submit your timesheet, WebTCAS will check 
for errors.  If WebTCAS detects any errors, you will be 
prompted to correct and resubmit your timesheet. 

• Exit WebTCAS. 

• When exiting from your Main Menu, click 
the Logout button in the upper right 
corner. It is preferable to click Logout 
rather than click the  in the upper right 
corner of the browser window, because 
Logout will close your session and free up 
the connection for another user.   

Your session will automatically time out after 30 minutes 
of non-use. 
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Main Menu and Profile Data 

1. Logon to WebTCAS.  

• Using Internet Explorer, go to the WebTCAS site 
http://webtcas.nrcs.usda.gov/webtcas 
 

 

• Click Login.  

• Login using your eAuthentication ID and password, Employee Main 
Menu will display. 
 

 

2. Update your basic WebTCAS Profile choices. 

The first time you use WebTCAS and before you do anything else, set up 
your user profile.  After that, you only need to go to this screen to change 
your timesheet set up. 
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• Click Update Profile on your Main Menu. 
 

 

• Check your email address and phone number. If this data is missing or 
incorrect, you must add or correct the information using iCAMS /HRIS 
(https://icams.usda.gov/).  
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• The My Default Page After Login is initially set to your Main Menu.  If 
you prefer to start at your Timesheet, click the down arrow and click 
Timesheet. 

3. Check/change your established work schedule  

• Review the Type of work schedule, From/To hours, and Lunch in 
“Current Work Schedule” section. 

• If you need to make changes, do so in the “New Standard Work 
Schedule” section. 

The “Copy Monday” button is very useful for changing scheduled hours. 
 First, select your tour type.  Then, type your new Hours, From and To 
times and Lunch minutes in the cells under the first Monday.  Finally, click 
Copy Monday to copy those hours to the rest of the cells.  

4. Identify Defaults for a New Timesheet 

• Click the down arrow in the “County” box, and click a county name. 

• Click the down arrow in the “Program” box, and click a program code. 

• Click the down arrow in the “Activity” box, and click an associated 
activity code. 

• Click the down arrow in the “Modifier” box, and click an associated 
modifier if applicable. 

• Click Add.  (The program activity code will appear in the box below 
Delete and Add.) 

• Repeat these steps as often as needed to add multiple program/activity 
codes to your timesheet. 

 Add only those program and activity codes you use regularly.  You can 
add an occasionally-used code directly to the timesheet for a specific pay 
period.  If you find you add the same code frequently, change your 
defaults here. 

• Click the down arrow in the “Categories for Leave” box, and select the 
code you want. 

• Click Add.  (Your choice will appear in the box below Delete and Add.) 

• Repeat these steps to add additional leave codes to your timesheet. 

• Likewise, complete the “Categories for Extra Hours” box to add extra 
hours codes to your timesheet. 

• If you are on the Flexitour work schedule, you can choose your Extra 
Hours default using the down arrow in the “Fill-in my Extra Hours as” 
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box.  Then, click the category under which you are most likely to record 
Credit Time worked.   

 “No Default”, means you will have to enter all extra hours on your 
timesheet.  If you regularly need to split extra hours between 2 or more 
categories, choose “No Default”. 

5. Click Save Profile on the toolbar to save Profile changes and return to the Main 
Menu 

Program/Activity Codes, Leave/Extra Hours, and Scheduled Tour 
changes go into effect the next time you create a new timesheet. All other 
changes take effect immediately. 

 

Timesheet Entry 

1. Click Edit Timesheet – (for the pay period being processed)  

The timesheet graphic is very large. Therefore, the timesheet is 
presented in sections. 

 
  

2. Record hours worked in Program/Activity/Modifier/County. 

For each day, type in the number of hours spent working on the various 
program activities listed.  If you need to add a code, click the   in the 
section heading.  A window will appear from which you can select the 
code. 
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3. Record leave taken and clock hours in the Leave Sections. 
 

 

• On the days you took leave, type the number of hours used in the 
appropriate leave category.  Right below that, also enter the From/To 
clock hours. If you need to add a category, or more From/To lines, click 
the   in the appropriate section heading.  A window will appear from 
which you can select the category. 

Your leave balance as of the beginning of the pay period is shown in 
parentheses for the common leave categories.  [Example:  Annual 
(262.00)]. 

When entering clock hours you can take some shortcuts.  Enter 8 instead 
of 8:00. 

4. Record credit, comp, or overtime hours worked in Actual/Extra Clock Hours. 
 

 

• On the days you worked over your scheduled tour, record the hours 
you worked in the appropriate category.  If you need to add a category, 
click the   in the section heading.  A window will appear from which you 
can select the category. 
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• Enter the associated Clock Hours.  (For example if your tour of duty is 
8:00-4:30 and you worked an extra 30 minutes at the end of your tour, 
you would enter 4:30 to 5:00 in this section.) 

 WebTCAS will automatically assign extra hours to the category you 
established in your profile unless you set that option to “No Default”.  But 
you always have to enter the associated clock hours. 

5. Record clock hours for tour of duty changes in Actual/Extra Clock Hours. 
 

 

• If you deviated from your established tour , type the From/To hours you 
actually worked under Actual/Extra Clock Hours .  (For example, if your 
scheduled tour is 8:00 to 4:30 but you worked 8:30 to 5:00 instead on 
first Wednesday, you would record those hours in this section. 

• If you need more From/To lines in either section, click   in the section 
heading. 

 When entering clock hours you can take some shortcuts. Enter 830 
instead of 8:30. 

6. Add an explanatory note for your Timekeeper (if necessary). 
 

 

• Click in the white box under the Note to Timekeeper section and type 
your message.  (For example:  If you earned Hazard Pay, you might 
write the following note to your Timekeeper, “Please Note 2 hours 
Hazard Pay for 2nd Wednesday.”)  

• Anything you type in this box will become part of the official timesheet 
for the pay period.  So restrict your messages to business issues 
associated with the timesheet. 

7. Save or Submit your timesheet! 
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In a browser environment your changes are not automatically saved for 
you.  If you exit the browser without saving, your changes will be lost. 

• If your timesheet is not complete, click SAVE DRAFT on the toolbar. 

• If your timesheet is complete, click SUBMIT TO TK on the toolbar. 

After you submit your timesheet, WebTCAS will check for errors.  If 
WebTCAS detects any errors, you will be prompted to correct and 
resubmit your timesheet. 

 

Print or View Timesheet 

1. Login to WebTCAS. 

2. Select Print or View Timesheet. 
 

 
 
The Timesheet selection screen is displayed. 

Acrobat Reader must be installed on your system to generate a timesheet 
view. 

2. Click on a Pay Period to select it. 

3. Click Continue. 

4. The Acrobat file of the timesheet is generated.  You may choose to: 

• View the timesheet online. 

• Click the printer icon in the Acrobat toolbar to print the file. 

• Right-click and select Print. 

5. After printing close the Acrobat window. 

• Click File on the toolbar. 
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• Select Close.  
  

View Master Record 

The master record displays your CAMS information, Funding Information, ACRES/CIS 
Reporting Information, and Leave Summary Data. Any changes to the CAMS data must 
be directed to an HR Specialist. 
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Employee Summary Report 

Obtain a summary report of Program/Activity/Modifier data and leave usage and accrual. 
 Reports can be selected for Calendar Year or Fiscal Year. 

1. On the main menu, click Employee Summary Report.  
 

 
The select year dialog screen is displayed. 

2. Select Type CY (Calendar Year) or FY (Fiscal Year). 

3. Select Year. 

4. Click Continue. 
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The Employee Summary Report is displayed. 

This report must be printed in Landscape mode.  Adjust your browser 
setup accordingly. 
  

5. After viewing or printing close the report window. 

• Click File on the toolbar. 

• Select Close. 
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Tips for Employees 

General Hints and Information 

• Don’t use Netscape.  WebTCAS only works with IE. 

• Add this URL www.nrcs.usda.gov/webtcas to your “Favorites” in IE.  If 
there’s something you need to know about WebTCAS when you are trying to do 
your timekeeping, this is where we’ll post it.  For example, if we’ve got the server 
down for maintenance, we’ll post a message here. 

• If you have a question or problem, contact your Timekeeper.  He/She should 
be able to help you.  If not, they need to send the question or describe the 
problem to their POI Coordinator via e-mail. The POI Coordinator may be able 
answer the question or solve the problem.  Depending on the complexity of the 
issue, he/she may have to escalate it to the WebTCAS Technical Support Team 
to get the answer.   

• Don’t double-click.  A single click on the various buttons, options, and choices 
in WebTCAS will get you where you want to go. 

• There is a 30-minute Session Timeout in WebTCAS.  If the server does not 
detect any “activity” on your part for a period of 30 minutes, it will “time out”. 
 Moving the mouse or entering data does NOT count as “activity” because it does 
not involve any data being submitted to the server.  

• If you are “timed out”, click the BACK button on the browser.  You will be 
taken back to the Main Menu where you will be asked to login again.  

• Use the Logout button on the Main Menu toolbar to exit WebTCAS instead 
of just clicking on the X on the browser.  This way your session will be terminated 
and free up that session for another user. 

• The system may be slow due to:   

• The Web Farm servers could be overloaded and/or 

• The telecommunications hubs in certain areas are congested and/or 

• The local network could be overloaded 

• The timesheet may be slow to display and the cursor may move very slowly 
from field to field when entering data in the timesheet if you have a lot of 
program and extra hours lines on your timesheet. When setting up your profile, 
try to limit yourself adding the programs you work on a regular basis. You can 
always add more program lines through the timesheet. Most people do not need 
35 program lines on their basic timesheet. 
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Hints to Make Timesheet Data Entry Easier 

• Set up your Profile.  “Fill in My Extra Hours As” box with the type of extra 
hours you earn most often.  Then when you type 10 in hours worked in your 
timesheet, WebTCAS will enter 2 hours into the extra hours category you chose, 
and all you have to do is add the corresponding clock hours. 

• If you enter time on a daily or semi-regular basis, “Save Draft” before you 
logout of WebTCAS or you’ll lose all your changes. 

• If your data entry is taking a long time (15 minutes or more), watch the clock 
and “Save Draft” about every 20 minutes.  This will keep you “in contact” with the 
server and prevent “time outs”.  Then if you do get caught in a Session Timeout, 
you won’t lose all your data. 

• If you enter your time all at once at the end of the pay period, you don’t need 
to do a “Save Draft” before you “Submit to TK”.  This is an unnecessary step 
because the timesheet will be saved automatically when it is submitted to the 
timekeeper.  This is a timesaver if you are using a slow machine. 

• Don’t use Military time (the 24-hour clock).  You will not be allowed to save or 
submit your timesheet if you do. 

• Don’t spend time putting in the colon ( : ) when entering clock hours. 
 Instead of entering 7:30, just type 730.  The system will add the colons for you. 

• Leave off zeros in whole numbers.  4 is just as good as 4.00, and it saves you 
time. 

• The Override Button: This feature is there for special circumstances when you 
need to override your scheduled tour. You cannot use it to change the number of 
hours you are scheduled to work in a pay period. 

• If you change your tour of duty and forget to enter your new schedule in 
your Profile before going to the timesheet, use the override button to 
type in your new tour for the pay period.  You’ll be given the option to 
correct it at the same time in your Profile.  

• 5-4-9 Employees: Use it when you need to change your non-duty day 
to accommodate a holiday or to revert to “Straight 8’s” for a pay period 
to accommodate a particular business situation, like training 
attendance.   

How to Print a Timesheet 

• To print your timesheet, on your Main Menu, click on Print or View Timesheet, 
select the PP you want to print, click Continue.  After Acrobat reader loads, click 
the printer icon on the toolbar. 

What those Error Messages Mean 
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• “Day Totals must equal scheduled hours + any extra hours for (whatever 
day).” You’ve entered either too many or too few hours for the day indicated in 
the error message.  Add up the number of hours you entered for work time, leave 
used, and extra hours worked.  Compare that total to the number of hours you 
are scheduled to work, plus any extra hours worked.  Those two numbers must 
be the same. 
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Timekeeper Information 

Getting Started for Timekeepers 

Print this page for a quick reference. Click section titles for detailed instructions. 

 

Logging In  

• Using Internet Explorer, go to the WebTCAS 
site http://webtcas.nrcs.usda.gov/webtcas 

• Click Login.  

• Login using your eAuthentication ID and 
password, Timekeeper Main Menu will display. 

• System notes display on login page.  

Using the Timekeeper Main Menu 

• Access options on main menu bar below 
banner or from leftside menu (customized by 
your WebTCAS user type). 

• System notes also display on main menu 
page. 

• Click Help or New to WebTCAS to access 
online help and documentation. 

• Timekeeper options: 

• Timekeeper Screen - Current Pay 
Period 

• Timekeeper Screen - Other Pay 
Period 

• Prepare a Corrected T&A 

• Employee Summary Report 

• Leave Audit Report 

• Other Reports & Utilities 

• Search Utility 
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• Timesheet Status Report 

Setting Up Your Timekeeper Profile Data 

The first time you use WebTCAS and before you do 
anything else, set up your user profile.   

• Click Update Profile on your Main Menu. 

• Click the down arrow in the first Backup 
Timekeeper block. 

• Click the name of your primary backup. 

• Repeat selection for the second Backup 
Timekeeper block to assign your secondary 
backup. 

• Click Save Profile on the toolbar to save your 
changes and to return to the Main Menu. 

After initial set up, you only need to go to this screen 
to change your timesheet set up. 

 

Backing up another Timekeeper 

• On the Main Menu, click the down arrow in the 
selection box under Timekeeper Options (your 
own name is selected by default). 

• Click the name of the Timekeeper whose 
employee records you need to see. 

• Perform Timekeeper tasks as needed. 

 

Using the Timekeeper Screen 

• Click Timekeeper Screen – (for the pay period 
being processed) under Timekeeper Options. 

Left Side of Timekeeper Screen 

• From the Timekeeper Screen you can access 
and process all your employee records. The 
screen functions are arranged from left to right 
in the order that you would normally use them 
as you process your T&As. 

•  Make any necessary changes to an 
employee master record (for example, to 
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adjust leave balances). 

• Click the  next to the employee 
name. 

• Make change(s). 

• Type explanation of changes made 
in the “Document all Master Record 
changes” block. 

• Click Save on the toolbar to save 
your changes and return to the 
Timekeeper Screen. 

•  Make any necessary changes to an 
employee profile. 

• Click the  next to the employee 
name. 

• Make change(s). 

• Click Save on the toolbar to save 
your changes and return to the 
Timekeeper Screen. Normally, 
employees maintain their own 
profiles. However, as the Timekeeper 
you can update an employee’s 
profile, if necessary.  

• Review Notes and/or Warning messages 
entered by employees or generated by the 
system. 

• Look for a yellow “sticky note” block 
under an employee name and read 
the message. Notes come from the 
employee. Warnings are generated 
by the WebTCAS system. Both types 
of messages should act as a “heads 
up” that there is something unusual 
about the timesheet that might 
require some additional action by the 
Timekeeper. 

• Review the timesheet summary data for an 
employee. 

• Look at the columns on the right side 
of the screen following the certify 
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column. You’ll see a summary of 
total hours recorded for the PP, leave 
used, and extra hours earned. This is 
a great place to do a quick check to 
see if the employee took leave or 
earned comp/overtime. Then you’ll 
know whether or not you have to 
check for documentation authorizing 
this activity (for example, leave slips, 
comp/overtime requests, etc.). 

• Enter or make corrections to an employee 
timesheet. 

• Click that employee’s name in the 
Employee Name column. 

• Make change(s). 

• Click Submit to TK to save data, 
submit timesheet, and return to the 
Timekeeper Screen. 

Right side of Timekeeper Screen 

• Make any necessary changes to accounting 
data (for example, if you need to split hours 
worked among different accounting codes). 

• Click the  under the NFC Acctg 
column for that employee. 

• Make change(s). 

• Click Save on the toolbar to save 
your changes and return to the 
Timekeeper Screen. Once you’ve 
made and saved accounting 
changes, the  turns yellow. This is 
a reminder to the Timekeeper that 
they have made changes to the 
accounting data for this timesheet. 

• Verify timesheets 

• Click the block under the Verify 
column for the timesheet you want to 
verify. You can only verify timesheets 
that have a date in the Submit 
column. Once you verify a timesheet, 
it will automatically be sent to NFC in 
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the next transmission cycle. Don’t 
verify a timesheet until you are ready 
for it to be submitted to NFC. Once a 
timesheet has been sent to NFC, you 
will have to do a Corrected T&A if 
any changes need to be made. 

• Print timesheets 

• Click the checkbox under the Sel. 
column for each timesheet you need 
to print. 

• Click Print Selected Timesheets on 
the toolbar. If an employee enters his 
or her own timesheet online and the 
supervisor certifies the timesheet 
online, there is no need to print the 
timesheet. Otherwise, a timesheet 
needs to be printed so the employee 
and/or supervisor can sign the 
timesheet for official file purposes. 
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Timekeeper Screen 

Using the Timekeeper Screen 

• Click Timekeeper Screen – (for the pay period being processed) under 
Timekeeper Options. 
 

 

Left Side of Timekeeper Screen 

• From the Timekeeper Screen you can access and process all your employee 
records. The screen functions are arranged from left to right in the order that you 
would normally use them as you process your T&As. 

•  Make any necessary changes to an employee master record (for example, to 
adjust leave balances). 

• Click the  next to the employee name. 

• Make change(s). 

• Type explanation of changes made in the “Document all Master Record 
changes” block. 

• Click Save on the toolbar to save your changes and return to the 
Timekeeper Screen. 
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•  Make any necessary changes to an employee profile. 

• Click the  next to the employee name. 

• Make change(s). 

• Click Save on the toolbar to save your changes and return to the 
Timekeeper Screen. Normally, employees maintain their own profiles. 
However, as the Timekeeper you can update an employee’s profile, if 
necessary.  

• Review Notes and/or Warning messages entered by employees or generated by 
the system. 

• Look for a yellow “sticky note” block under an employee name and read 
the message. Notes come from the employee. Warnings are generated 
by the WebTCAS system. Both types of messages should act as a 
“heads up” that there is something unusual about the timesheet that 
might require some additional action by the Timekeeper. 

• Review the timesheet summary data for an employee. 

• Look at the columns on the right side of the screen following the certify 
column. You’ll see a summary of total hours recorded for the PP, leave 
used, and extra hours earned. This is a great place to do a quick check 
to see if the employee took leave or earned comp/overtime. Then you’ll 
know whether or not you have to check for documentation authorizing 
this activity (for example, leave slips, comp/overtime requests, etc.). 

• Enter or make corrections to an employee timesheet. 

• Click that employee’s name in the Employee Name column. 

• Make change(s). 

• Click Submit to TK to save data, submit timesheet, and return to the 
Timekeeper Screen. 

Right side of Timekeeper Screen 

• Make any necessary changes to accounting data (for example, if you need to 
split hours worked among different accounting codes). 

• Click the  under the NFC Acctg column for that employee. 

• Make change(s). 

• Click Save on the toolbar to save your changes and return to the 
Timekeeper Screen. Once you’ve made and saved accounting 
changes, the  turns yellow. This is a reminder to the Timekeeper that 
they have made changes to the accounting data for this timesheet. 
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• Verify timesheets 

• Click the block under the Verify column for the timesheet you want to 
verify. You can only verify timesheets that have a date in the Submit 
column. Once you verify a timesheet, it will automatically be sent to 
NFC in the next transmission cycle. Don’t verify a timesheet until you 
are ready for it to be submitted to NFC. Once a timesheet has been 
sent to NFC, you will have to do a Corrected T&A if any changes need 
to be made. 

• Print timesheets 

• Click the checkbox under the Sel. column for each timesheet you need 
to print. 

• Click Print Selected Timesheets on the toolbar. If an employee enters 
his or her own timesheet online and the supervisor certifies the 
timesheet online, there is no need to print the timesheet. Otherwise, a 
timesheet needs to be printed so the employee and/or supervisor can 
sign the timesheet for official file purposes. 

Update Profile (Timekeeper) 

Normally, employees maintain their own profiles. However, as the Timekeeper you can 
update an employee’s profile, if necessary.  

1. Select Timekeeper Screen under the Timekeeper options on the leftside menu. 

2. Locate the employee. 

3. Click the profile icon  to select the employee's profile. 

4. Make any necessary changes to the employee profile. 

5. Click Save Profile on the toolbar to save your changes and return to the 
Timekeeper Screen.  
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Update Master Record (Timekeeper) 

Employee data comes from a variety of USDA and NRCS sources.  Some can be 
updated in WebTCAS.  CAMS items typically require the assistance of a Human 
Resources Specialist to update. 
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All fields in blue on the Employee Master Record  come from CAMS.  With a few 
temporary override exceptions, Timekeepers must contact an HR specialist if changes 
are needed. 

The following fields come directly from CAMS: 

 

Employee Name Effective Start Date (if 
new) 

In Pay Status 

Schedule CAMS ID Personnel Office Identifier 

Pay Type Hours Supervisor 

Final T&A Appt. Type Duty Station OIP 

New Employee Effective End Date (if 
final) 

Day Appt. 

 

1. You can make temporary overrides of CAMS data to: 

• Enter an Effective Start Date (new employees only). 

• Identify a Final T&A and Effective End Date  

• Change pay status (for intermittent employees) 

• Change OIP ID (for temporary duty station assignments) 

2. You can also change non-CAMS data to: 

• Change an employee's timekeeper or identify a group. 

• Select timekeeper from drop-down list. 

• A Group name is optional and is a way for you to group 
employees together under a similar label. This is useful if you 
are the timekeeper for a large number of employees at 
different locations. 

• Identify NRCS fund data for NFC. 

• Modify Default Division Charged 

• Adjust Percentages, Funds, Reporting Categories, and Job 
Numbers 

• Change an employee's duty station office. 
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• Change any of the available leave balances. 

• Enter the difference in the PP Adjust field for the applicable 
leave type. For example, to add 12 hours to the Donated AL 
(Rec’d) balance, enter 12.0 in the PP Adjust field. To subtract 
2.25 hours from the Sick Leave balance, enter –2.25 in the the 
PP Adjust field (make sure to enter the leading minus sign). 

3. Record Timekeeper Note of Changes to Master. 

4. Click Save on the toolbar to update the master record. 

Prepare a Corrected T&A 

1. Log in to WebTCAS. 

2. Select "Prepare a Corrected T&A" from the left side menu. 
 

 

3. Select 'Active' or 'Terminated' from the drop-down list of All Employees. 

4. Click an employee name to select it. 

5. Click an Available Pay Period to select it. 

6. Click the right arrow to move the employee name and pay period to the selected 
list (right window). 

7. Click Save Selections. 
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Employee Summary Report  

1. Log in to WebTCAS. 

2. Select "Employee Summary Report" from the Timekeeper options on the left side 
menu 
 

 

3. Select Type CY (Calendar Year) or FY (Fiscal Year). 

4. Click on an Employee Name to select it. 

The list of employees defaults to Active employees. Click Change List to 
Terminated Employees to locate terminated employees. 

5. Click on a Year to select it. 

6. Click Continue. The Employee Summary Report is displayed. 
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The Employee Summary Report is displayed. 

This report must be printed in Landscape mode.  Adjust your browser 
setup accordingly. 
  

7. After viewing or printing close the report window. 

• Click File on the toolbar. 

• Select Close. 
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Leave Audit Report 

1. Log in to WebTCAS. 

2. Select "Leave Audit Report" from the options on the left side menu, 
 

 
 
The Leave Audit selection screen is displayed. 

3. Click an employee name to select the employee. 

The list of employees defaults to Active employees. Click Change List to 
Terminated Employees to locate terminated employees. 

4. Click on a year to select it. 

5. Click on a leave category to select it. 

6. Click Continue. 
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The Leave Audit Report is displayed. 

This report must be printed in Landscape mode.  Adjust your browser 
setup accordingly. 

7. After viewing or printing close the report window. 

• Click File on the toolbar. 

• Select Close. 

 

Other Reports and Utilities 

1. Log in to WebTCAS. 

2. Select "Other Reports and Utilities" from the options on the left side menu, 
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The Reports and Utilities selection screen is displayed. 

3. Click on a report to select it. 

4. Click Continue. 

5. Select Pay Period or other criteria requested. 

Criteria vary depending upon report selected. 

4. Click Run Report to generate requested report. 

Search Utility 

1. Log in to WebTCAS. 

2. Select "Search Utility" from the options on the left side menu. 
 

 
 
The Search Utility Select Options screen is displayed. 

3. Click on a Type CY (Calendar Year) or FY (Fiscal Year) to select it. 
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4. Click on a Year to select it. 

5. Click on a Search Option to select it. 

6. Click Continue. 

7. Select Program or other criteria requested. 

Criteria vary depending upon search selected. 

4. Click Run Report to generate requested report. 

 

Timesheet Status Report 

1. Log in to WebTCAS. 

2. Select "Timesheet Status Report" from the options on the left side menu. 
 

 
 
The Timesheet Status Report select options screen is displayed. 

3. Select a Pay Period from the drop-down list. 

4. Select a Timesheet Type from the drop-down list. 

5. Click on a POI to select the POI location. 

6. Select Sort by from the drop-down list. 

7. Click Yes or No on Include Employees in Non-Pay Status. 

8. Click Yes or No on List Employee's OIP. 

9. Select Timesheet Status from the drop-down list. 

10. Click Run Report to generate requested report. 
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POI Information 

Getting Started for POI Coordinators 

 

Logging In  

• Using Internet Explorer, go to the 
WebTCAS site 
http://webtcas.nrcs.usda.gov/webtcas 

• Click Login.  

• Login using your eAuthentication ID and 
password, POI Coordinator Main Menu will 
display. 

• System notes display on login page. 

 

Using the POI Coordinators Main Menu 

• Access options on main menu bar below 
banner or from leftside menu (customized 
by your WebTCAS user type). 

• System notes also display on main menu 
page. 

• Click Help or New to WebTCAS to access 
online help and documentation. 

• Supervisor options: 

• POI Screen 

• Assign Timekeeper to 
New/Transfer Employee 

• Transfer Employee to Default 
Timekeeper 

• Update POI Reviewer List 

• Update Timekeeper List 

• Employee Summary Report 

• Leave Audit Report 
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• Other Reports & Utilities 

• Search Utility 

• Timesheet Status Report 

Setting Up Your POI Coordinator Profile 
Data 

The first time you use WebTCAS and before you 
do anything else, set up your user profile.   

• Click Update Profile on your Main Menu. 

• Click the down arrow in the first Backup 
Supervisor block. 

• Click the name of your primary backup. 

• Repeat selection for the second Backup 
Supervisor block to assign your secondary 
backup. 

• Click Save Profile on the toolbar to save 
your changes and to return to the Main 
Menu. 

After initial set up, you only need to go to this 
screen to change your timesheet set up. 

 

Using the POI Screen 

• Click POI Screen. 

• Select a pay period. 

• Highlight on list. 

• Click Continue. 

Left Side of POI Coordinator Screen 

• From the POI Coordinator Screen you can 
access and process all your employee 
records. The screen functions are arranged 
from left to right in the order that you would 
normally use them as you process your 
T&As. 

•  Make any necessary changes to an 
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employee master record (for example, to 
adjust leave balances). 

• Click the  next to the employee 
name. 

• Make change(s). 

• Type explanation of changes 
made in the “Document all Master 
Record changes” block. 

• Click Save on the toolbar to save 
your changes and return to the 
POI Coordinator Screen. 

•   Make any necessary changes to an 
employee profile. 

• Click the  next to the employee 
name. 

• Make change(s). 

• Click Save on the toolbar to save 
your changes and return to the 
Supervisor Screen. Normally, 
employees maintain their own 
profiles. However, as the 
Supervisor you can update an 
employee’s profile, if necessary.  

• Review Notes and/or Warning messages 
entered by employees or generated by the 
system. 

• Look for a yellow “sticky note” 
block under an employee name 
and read the message. Notes 
come from the employee. 
Warnings are generated by the 
WebTCAS system. Both types of 
messages should act as a “heads 
up” that there is something 
unusual about the timesheet that 
might require some additional 
action by the Timekeeper. 

• Review the timesheet summary data for an 
employee. 
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• Look at the columns on the right 
side of the screen following the 
certify column. You’ll see a 
summary of total hours recorded 
for the PP, leave used, and extra 
hours earned. This is a great 
place to do a quick check to see if 
the employee took leave or 
earned comp/overtime. Then 
you’ll know whether or not you 
have to check for documentation 
authorizing this activity (for 
example, leave slips, 
comp/overtime requests, etc.). 

• Enter or make corrections to an employee 
timesheet. 

• Click that employee’s name in the 
Employee Name column. 

• Make change(s). 

• Click Submit to TK to save data, 
submit timesheet, and return to 
the POI Coordinator Screen. 

Right side of POI Coordinator Screen 

• Make any necessary changes to 
accounting data (for example, if you need 
to split hours worked among different 
accounting codes). 

• Click the  under the NFC Acctg 
column for that employee. 

• Make change(s). 

• Click Save on the toolbar to save 
your changes and return to the 
Timekeeper Screen. Once you’ve 
made and saved accounting 
changes, the  turns yellow. This 
is a reminder to the Supervisor 
that they have made changes to 
the accounting data for this 
timesheet. 

• Print timesheets 
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• Click the checkbox under the Sel. 
column for each timesheet you 
need to print. 

• Click Print Selected Timesheets 
on the toolbar. If an employee 
enters his or her own timesheet 
online and the supervisor certifies 
the timesheet online, there is no 
need to print the timesheet. 
Otherwise, a timesheet needs to 
be printed so the employee 
and/or supervisor can sign the 
timesheet for official file 
purposes. 

 

Assigning Timekeeper to New/Transfer 
Employee 

• On the Main Menu, click the down arrow in 
the selection box under Supervisor Options 
(your own name is selected by default). 

• Click the name of the Supervisor whose 
employee records you need to see. 

• Perform Supervisor tasks as needed. 

 

Transferring Employee to Default 
Timekeeper 

• On the Main Menu, click the down arrow in 
the selection box under Supervisor Options 
(your own name is selected by default). 

• Click the name of the Supervisor whose 
employee records you need to see. 

• Perform Supervisor tasks as needed. 
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Update POI Reviewer List 

• On the Main Menu, click the down arrow in 
the selection box under Supervisor Options 
(your own name is selected by default). 

• Click the name of the Supervisor whose 
employee records you need to see. 

• Perform Supervisor tasks as needed. 

 

Update Timekeeper List 

• On the Main Menu, click the down arrow in 
the selection box under Supervisor Options 
(your own name is selected by default). 

• Click the name of the Supervisor whose 
employee records you need to see. 

• Perform Supervisor tasks as needed. 
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Getting Started for Supervisors 

 

Logging In  

• Using Internet Explorer, go to the WebTCAS 
site http://webtcas.nrcs.usda.gov/webtcas 

• Click Login.  

• Login using your eAuthentication ID and 
password, Supervisor Main Menu will display. 

• System notes display on login page.  

Using the Supervisor Main Menu 

• Access options on main menu bar below 
banner or from leftside menu (customized by 
your WebTCAS user type). 

• System notes also display on main menu 
page. 

• Click Help or New to WebTCAS to access 
online help and documentation. 

• Supervisor options: 

• Supervisor (selection) 

• Supervisor Screen - Current Pay 
Period 

• Supervisor Screen - Other Pay 
Period 

• Employee Summary Report 

• Other Reports & Utilities 

• Search Utility 

 

Setting Up Your Supervisor Profile Data 

The first time you use WebTCAS and before you do 
anything else, set up your user profile.    
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• Click Update Profile on your Main Menu. 

• Click the down arrow in the first Backup 
Supervisor block. 

• Click the name of your primary backup. 

• Repeat selection for the second Backup 
Supervisor block to assign your secondary 
backup. 

• Click Save Profile on the toolbar to save 
your changes and to return to the Main 
Menu. 

After initial set up, you only need to go to this screen 
to change your timesheet set up. 

Backing up another Supervisor 

• On the Main Menu, click the down arrow in 
the selection box under Supervisor Options 
(your own name is selected by default). 

• Click the name of the Supervisor whose 
employee records you need to see. 

• Perform Supervisor tasks as needed. 

 

Using the Supervisor Screen 

• Click Supervisor Screen – (for the pay 
period being processed) under Supervisor 
Options. 

Left Side of Supervisor Screen 

• From the Supervisor Screen you can access 
and process all your employee records. The 
screen functions are arranged from left to 
right in the order that you would normally use 
them as you process your T&As. 

•  Make any necessary changes to an 
employee master record (for example, to 
adjust leave balances). 

• Click the  next to the employee 
name. 
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• Make change(s). 

• Type explanation of changes made 
in the “Document all Master Record 
changes” block. 

• Click Save on the toolbar to save 
your changes and return to the 
Supervisor Screen. 

•  Make any necessary changes to an 
employee profile. 

• Click the  next to the employee 
name. 

• Make change(s). 

• Click Save on the toolbar to save 
your changes and return to the 
Supervisor Screen. Normally, 
employees maintain their own 
profiles. However, as the 
Supervisor you can update an 
employee’s profile, if necessary.  

• Review Notes and/or Warning messages 
entered by employees or generated by the 
system. 

• Look for a yellow “sticky note” block 
under an employee name and read 
the message. Notes come from the 
employee. Warnings are generated 
by the WebTCAS system. Both 
types of messages should act as a 
“heads up” that there is something 
unusual about the timesheet that 
might require some additional 
action by the Timekeeper. 

• Review the timesheet summary data for an 
employee. 

• Look at the columns on the right 
side of the screen following the 
certify column. You’ll see a 
summary of total hours recorded for 
the PP, leave used, and extra hours 
earned. This is a great place to do a 
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quick check to see if the employee 
took leave or earned 
comp/overtime. Then you’ll know 
whether or not you have to provide 
the Timekeeper documentation 
authorizing this activity (for 
example, leave slips, 
comp/overtime requests, etc.). 

• Enter or make corrections to an employee 
timesheet. 

• Click that employee’s name in the 
Employee Name column. 

• Make change(s). 

• Click Submit to TK to save data, 
submit timesheet, and return to the 
Timekeeper Screen. 

Right side of Supervisor Screen 

• Make any necessary changes to accounting 
data (for example, if you need to split hours 
worked among different accounting codes). 

• Click the  under the NFC Acctg 
column for that employee. 

• Make change(s). 

• Click Save on the toolbar to save 
your changes and return to the 
Supervisor Screen. Once you’ve 
made and saved accounting 
changes, the  turns yellow. This is 
a reminder to the Supervisor that 
they have made changes to the 
accounting data for this timesheet. 

• Certify timesheets 

• Click the block under the Certify 
column for the timesheet you want 
to certify. You can only certify 
timesheets that have a date in the 
Submit column. Once you certify a 
timesheet, it is ready for the 
Timekeeper to verify.  
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• Print timesheets 

• Click the checkbox under the Sel. 
column for each timesheet you 
need to print. 

• Click Print Selected Timesheets 
on the toolbar. If an employee 
enters his or her own timesheet 
online and the you certify the 
timesheet online, there is no need 
to print the timesheet. Otherwise, a 
timesheet needs to be printed so 
the employee and/or you can sign 
the timesheet for official file 
purposes. 
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